
1 of 6

Cardinal
Cardinal Flowcharting Standards
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Represents an entity (person, organization, etc.). 

Used only when necessary to show the source of 

important information

Entity 

Name

On-Page or Intra Process Connector. Used to 

avoid complex overlapping connector lines or to 

continue a process on a subsequent page. Also 

used to reference a sub process within the same 

main process. Connectors are labeled with 

UPPER CASE letters.

Indicates point at which the process begins. Does 

not represent any activity.

Budget YE 

Close

GL

5.3

Decision 

Outcome

Batch 

Process

Indicates point at which the process ends. Does 

not represent any activity.

Start

Represents the possible outcomes of a decision or analysis that 

took place in a step immediately preceding. NOTE: this symbol 

itself does NOT represent any activity, and should not be given an 

identifier.

Document
Manual 

Operation

Step 

Description

Represents an interface or a process step that is performed 

within the PeopleSoft system. Use a verb phrase (Process 

Invoice) NOT a noun phrase (Invoice Processing) to describe 

the step.

Represents a batch process within the PeopleSoft system.  Use 

a verb phrase (Process Invoice) NOT a noun phrase (Invoice 

Processing) to describe the step.

Step Number 

Represents a document of any kind, either 

electronic or hard copy

Represents a process or step that is performed manually. Use a 

verb phrase (Process Invoice) NOT a noun phrase (Invoice 

Processing) to describe the step.

 1.1.1

Approve PO

The step number should 

be placed at the top of 

each step or process

Inter Process Connector. Used to connect steps 

between business processes. Description can 

include Process step name. (e.g. General Ledger 

Sub Process 5.3 would be  Budget YE Close GL 

5.3 ).   
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Cardinal
AP 5 Process Payments – 5.1 Create Payments

Start 

Run the Payment Selection 

(AP_APY2015) process to select 

payments based on Payment 

Selection Criteria configuration.

Schedule due date is calculated 

automatically upon voucher save or 

updated manually on the Voucher – 

Payments page by the Payment 

Processor. 

No

Yes

Petty Cash Custodian uses 

Express Payment to create 

payments for petty cash 

voucher(s) to be paid 

outside of the regularly 

scheduled pay cycles.

Yes

Petty Cash Custodian 

reviews pay cycle exceptions 

from the Express Payment 

Manager page and resolves 

exceptions as necessary.

No

Petty Cash Custodian 

prints petty cash 

checks.

Payment information is 

sent to the Department of 

Taxation for CDS 

process.

Payment information 

from Taxation is 

returned with CDS 

updates.

A

End

Yes

Yes

No

Payment Processor reviews pay 

cycle exceptions from the Pay Cycle 

Manager page and resolves 

exceptions as necessary.

No

No

A Yes

5.1.1

Create Express 

Petty Cash 

Payment

5.1.3

Print Petty Cash 

Checks

5.1.2

Review and 

Resolve Pay Cycle 

Exceptions

5.1.4

Update Voucher 

Payment 

Scheduling

5.1.6

Review and 

Resolve Pay Cycle 

Exceptions

Express Petty 

Cash Payment?

Update 

Voucher 

Payment Due 

Date?

Exceptions?

Exceptions?

Petty Cash?

5.1.5

Run Pay Cycle 

Payment 

Selection

5.1.8

Inbound CDS 

to Update 

Payment 

Record

5.1.7

Outbound 

CDS Offset to 

Taxation

C
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Cardinal
AP 5 Process Payments – 5.1 Create Payments Continued 1

A

ACH (EDI) Files
Warrant Check 

Files

Printed Petty Cash 

Checks

B

Run the Payment Creation 

(AP_APY2015) process to 

prepare selected payments 

for the output process.

Run the delivered and custom output 

processes (FIN2025, APY2021, 

APY2055)  to create payment files 

and print checks.

The EDI file created by the 

FIN2025 output process is 

transmitted to the bank.  The file 

will include remittance.

The flat files created by the 

custom output process for 

Warrant checks are 

transmitted to Treasury.

End

End

5.1.9

Run Pay Cycle 

Payment 

Creation

5.1.10

Run Payment 

Output 

Processes

5.1.11

Outbound EDI 

File to Bank

5.1.12

Outbound 

Warrant Files 

to Treasury

Payment 

Method
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Cardinal

AP 5 Process Payments – 5.1 Create Payments Continued 2

File containing prompt 

payment data will be 

transmitted to a prompt 

payment database.

B

File containing DMBE SWAM 

data will be transmitted to the 

DMBE Dashboard Application.

B

The Positive Payment file 

created by the APY2055 

output process will be 

transmitted to the bank. 

File containing EDI and check 

payment data for transaction 

amounts less than or equal to 

$5000 will be transmitted to the 

Pcard Database.

B

File containing EDI 

remittance data will be 

uploaded to the REDI 

Virginia website.

B

B

B

File containing EDI control 

totals and warrant data will be 

transmitted to the Department 

of Treasury.

B

Run the Payment Post 

Application Engine 

(AP_PSTPYMNT) to create 

accounting entries for payment 

transactions.

5.1.13

Outbound EDI 

Remittance 

File to REDI 

Virginia

5.1.15

Outbound Pcard 

Target Payments 

to Pcard 

Database

5.1.16

Outbound 

Prompt Payment 

File to Database

5.1.17

Outbound 

Positive Pay 

File to Bank

5.1.18

Outbound EDI 

Control Totals 

and Warrant 

Data to Treasury

5.1.19

Outbound DMBE 

File to DMBE 

Dashboard 

Application

5.1.20

Run Payment 

Post Process

Create and 

Process 

Journals

GL

2.3



5 of 6

Cardinal
AP 5 Process Payments – 5.2 Maintain Payments

Yes

Yes

No

No

No

Create and 

Process 

Journals

GL

2.3

The Petty Cash 

Custodian can Escheat 

or Undo Escheatment 

for a selected payment.

End

Run the Payment Post 

process (AP_PSTPYMNT) 

to create accounting 

entries for the escheated 

payment.

5.2.1

Cancel Payment

Run the Payment Post 

process (AP_PSTPYMNT) 

to create accounting 

entries for the cancelled 

payment.

AP Payment Processor 

or Petty Cash 

Custodian can Stop, 

Void, or Undo Cancel 

for a selected payment.

5.2.5

Run Payment 

Post Process

Cancel 

Payment?

5.2.4

Escheat Payment

Create and 

Process 

Journals

GL

2.3

Run the Voucher Post 

process (AP_PSTVCHR) 

to create accounting 

entries for the related 

vouchers.

5.2.3

Run Voucher 

Post Process

Reissue 

Check?

Escheat 

Payment?

5.2.2

Run Payment 

Post Process

Start CYes

End
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Cardinal
AP 5 Process Payments – 5.3 Bank Reconciliation

No

YesStart

Petty Cash Reconciler 

manually reconciles petty 

cash transactions using the 

paper bank statement. 

Petty Cash Reconciler 

unreconciles any 

transactions reconciled in 

error using the Manual 

Reconciliation page.

Petty Cash Reconciler 

receives a paper bank 

statement from the bank 

for petty cash accounts.

End

Reconciled in 

Error?

5.3.2

Reconcile 

Manually

5.3.3

Unreconcile 

Manually

5.3.1

Receive Paper 

Bank Statement
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